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The Form 471 is the second form completed in a funding year, and must be filed at least 28 days after the Form 470. We 
recommend completing the form anywhere in January or February of the funding year. The close of the filing window for 
the Form 471 is sometime in March of each year, but completing it early will allow for time to correct the form if there 
are errors. 
 
These instructions offer advice to public libraries applying for “plain old telephone service” – sometimes called POTS – 
for their libraries. This means both local and long distance telephone service, and can include FAX lines, digital telephone 
or VOIP, but does not include fees for dedicated security lines such as those used by an alarm system. Other services 
may be eligible for E-rate reimbursement, such as internet service or data plans for cellphones, but these instructions 
only cover applying for telephone service. 
 
This funding year (FY 2015), there are several significant changes from the previously-published Form 471: 
 

 The new Form 471 is dynamic, meaning that the form will change in response to your selections.  

 The browsers for which the form has been optimized are Internet Explorer versions 9 or 10 (IE 11 is the most 
current version, and is NOT optimized for the new form), or the most current version of Mozilla Firefox or 
Google Chrome. If you are using a Mac, please use the most current version of Safari. 

 The Item 21 Attachment has been integrated into the new Form 471. 

 Your discount rate will be reduced by 20% per year, starting this funding year. 

 The Form 471 can ONLY be completed online. Online certification is preferred, but paper certification is still 
available if necessary. 

 
In order to proceed, you will need: 
 

 Your library’s Billed Entity Number (BEN) and FCC Registration Number (FCCRN) – searchable within the form 

 FSCS Code, the local school district’s Billed Entity Number and corresponding NSLP data (found here) 

 Your library’s Urban or Rural designation (found here). 

 Estimated cost per month for your library’s telephone service and / or any one-time service (such as installing a 
telephone line) 

 Estimated amount budgeted annually for your library’s technology needs.  

 To certify online, you will also need the PIN assigned to you.
 

To start, go to http://sl.universalservice.org/   
and click on FCC Form 471 – FY2015. 
 
 
 
Click Start. 
 
 
 
 
Type in your Billed Entity Number (BEN), then click 
Enter. 
 
 

http://www.maine.gov/msl/erate/training/fy2015-nslp.pdf
http://www.maine.gov/msl/erate/training/me-libraries-urban-rural-2014.pdf
http://sl.universalservice.org/


 
 
 
 
 
 
 
Confirm information is correct, then enter your library’s 
FCC Registration Number (FCCRN) and click Next. 
 
 
 
 
 
 
 
 
 
 
 
Click Library under “Application Type.” 
 
 

 
 
 
 
Click Public under “Recipient(s) of Service.” 
 
 
 
 
 
 
Enter and verify your email address, then click Next. 
 
 
 

 
 
 
 
Record the Application Number and Security Code. For a 
suggested nickname, type “471-2015” and click Next. 
 
 
 
 
 
 



 
 
Under “Is a consultant assisting you?” click No. 
 
 
 
 
 
 
Type your name under “Contact Person’s Name,” then 
enter and verify your email address. 
 
 
 
 
 
Under “Is the contact person’s address and telephone 
number the same as that of the Billed Entity?” click Yes. 
 
 
(OPTIONAL): If you have a different summer or 
holiday address / telephone number and no way 
of receiving mail from the library during that 
time, you may add your Holiday / Summer 
Contact Information. 
 
 
 
Under “Correspondence Address” select BEN Address. 
Then, under “Name of Person to Receive Correspondence,” 
select your own name, then click Next. 
 
 
 
 
 
 
 
 
 
 
Click Category 1, then click Next. 
 
 
 
 
 

 
Under “Entity Number” enter your library’s BEN, then click 
Add Entity. 



 
Click Enter Data. 
 
 
 
 
 
Click Add Entity. 
 
 
 
 
 
In the pop-up window, 
enter your library’s Entity 
Number, Entity Name and 
FSCS Code. Select your 
library’s Urban or Rural 
designation, select No for 
NIF, and Yes for Main 
Branch (Portland PL being 
an exception due to 
having branch libraries). 
Enter your local school 
district’s Billed Entity 
Number. Select Public for 
Library Attributes, then 
click Submit. 
 
 
Enter the total number of 
students enrolled in your 
local school district and the 
total number of NSLP-eligible 
students in that district. Click 
Save and Recalculate, then 
Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



All libraries must complete the next section, “Connectivity Questions,” even if you are only 
applying for telephone service reimbursement. 
 
If your library does not receive its Internet connection through MSLN, please contact your 
Internet Service Provider to determine your library’s connection speed. 
 
If your library receives its Internet connection from MSLN, please review the following list to 
determine your library’s connection speed: 
 
Libraries with “at least 1 Gbps” : 
  

 Belfast Free Library 
 Bethel Library 
 Carver Memorial Library 
 Patten Free Library 
 Stockton Springs Community 

Library 
 
Libraries with “at least 100 Mbps but less 
than 1 Gbps” : 
  

 Bangor Public Library 
 Cary Library in Houlton 
 Curtis Memorial Library 
 Jesup Memorial Library 
 Old Town Public Library 
 Orono Public Library 
 Portland Public Library 
 Thomas Memorial Library 

 
All other libraries on MSLN have “less 
than 100 Mbps.” 
 
 
Enter 1 into the box for “How many libraries … population of less than 50,000?” (Portland PL may 
be the only library in the state that will need to answer differently.) 
 
Then, enter 1 into the box corresponding to your Internet connection speed, and 0 into the others. 
 
Enter 0 into the box for “How many libraries … population greater than or equal to 50,000?” and 0 
into each of the three boxes under that question. (Again, Portland PL is the exception here.) 
 
For MSLN libraries, enter 1 into the box for “How many libraries … Wide Area Networking …?” 
 
For “How many libraries … LAN / WLAN …?” enter 1 into the box for “Completely sufficient” and 0 
into the other four, then click Next. 
 
 
 
 



 
 
Click Everything on one page. 
 
 
 
 
 
Enter “Telephone Service” under Nickname. Click No under 
“Duplicate Funding Request?” 
 
 
 
 
 
 
 
Select Voice Services under “Service Type.” 
 
 
 
 
 
 
 
Check “Yes, I posted an FCC Form 470 for the services.” 
Enter the Form 470 number and click Enter. 
 
 
 
 
Enter the Service Provider Identification Number (SPIN) 
and click Enter. 
 
 
 
Enter the Billing Account Number (often your library’s 
main telephone number) for your telephone service 
account and click Add. 
 
 
Select Month-to-Month arrangement under “Contract” (if 
you are in a multi-year contract, select Contract and 
answer the contract-specific questions.) 
 
 
 
 
 
 
 



 
 
 
Click in the text box under “When will the services start?” 
and select July 1, 2015 from the calendar. 
 
Click in the text box under “When will the services end?”, 
then click July 2015 -> 2015 -> 2016 -> June 2016 and select 
June 30, 2016 from the calendar. 

 
Enter “Local and long distance telephone service for 
up to X lines” (where X is the number of lines 
named on your Form 470) under “Narrative.” 
 

 
 
Click No under “Pricing Confidentiality,” then click Save. 
 
 
 
 
 
Click Enter Products & Services for this Funding Request. 
 
 
 
Click Add line item. 
 
 
Select Voice Service under “Type of Service 

Requested.” 

Select Local / Long Distance Service under 

“Type of Connection.” 

Select Voice under “Purpose.” 

Enter the number of lines under “Qty or # of 

Lines.” 

Select No from “Burstable Bandwidth?” 

Enter the estimated monthly cost of service 

under “Total Monthly Recurring Eligible 

Cost.” Do not use dollar signs. 

Enter 0.00 under “Total Monthly Recurring 

Ineligible Cost.” Do not use dollar signs. 

Enter 0.00 under “Total One-Time Eligible 

Cost.” Do not use dollar signs. 

Enter 0.00 under “Total One-Time 

Ineligible Cost.” Do not use dollar signs. Click Save. 

 



 
Click Manage Recipients. 
 
Click Yes under “Is every entity on this 
application receiving the product or service in 
this line item?” Click Close. 
 
 
 
Click Certify & Submit Your Application. 
 
 
 
NOTE: the checkboxes in front of each paragraph are 
difficult to see. 
 
Check the paragraphs that begin with 
“I certify that the entities…” 
 
and “libraries or library consortia…” 
 
and “I certify that the entity…” 
 
Under D, enter in the total amount 
allocated to technology replacement 
in your annual budget (or estimate 
about 500.00 as a reasonable sum). 
 
Do NOT (!!!) check the paragraph 
that begins with “Check this box.” 
 
 
 
 
 
 
 
 
Check the rest of the boxes before the 
paragraphs beginning with “I certify” 
or “I acknowledge.” 
 
 
 
 
 
 
 
 
 
 



 
Click Yes under “Authorized Person.” 
 
 
 
Enter your title (such as Director or Librarian) under “Title 
or position of authorized person.” 
 
Enter your library’s name under “Name of authorized 
person’s employer.” 
 
 
Click Review Application. Review and print all parts for 
accuracy, then click Next. 
 
 

 
 
Click Submit Application. 
 
 
 
 

 
Click Submit Application again, then Click OK. 
 
 
Click Certify Online, then scroll to the bottom of the page. 
 
 
Check the box “I understand that the use of a PIN 
is equivalent to a handwritten signature. Enter 
your PIN, then click Certify with PIN. 
 
Record your CERT ID, and print the certification page for 
your records. 
 
 
 
Please contact Jared Leadbetter at 
jared.leadbetter@maine.gov or 207-287-5620  
if you need further assistance. 

mailto:jared.leadbetter@maine.gov

